Scanning Documents Into AHLTA
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29 Nov 06

The AMEDD AHLTA Program Office currently deploys the HP ScanJet 5590c as part of the standard
hardware configuration. Although other scanners can be utilized with AHLTA, this document details the
best practice for efficient and effective use of the standard hardware configuration. After your review and
utilization, any improvements to this document that you discover should be emailed to
david.freeman@se.amedd.army.mil for inclusion in future versions to aid all AMEDD AHLTA users. Your
continued use of AHLTA and assistance in improving it is greatly appreciated.

This document details two options for scanning documents into AHLTA:
HP Director software (if available)
Microsoft Word with Windows Camera and Scanning Wizard

Setup Using HP Director software — This requires the software be installed on your computer. If this is
not the case, try the other option.

This section is the setup. The scanning procedure follows.
Open the HP Director software by clicking Start — Programs — Hewlett Packard — Scanner - HP Director.

Select Device
hp scanjet 53590 =

Scan Document

Scan a document with text
or text and pictures.

Scan Make View B Help
Pu::tu re Document Copies “Print

Click on Settings to setup your preferences for each section as indicated.

Recommend General Settings

e 150 to 300 ppi

Black and white (for text documents) or grayscale/color (for images)
G4, JPEG, LZW, Packbits, or other

PDF, TIFF/MTIFF, PNG

Resize as needed


mailto:david.freeman@se.amedd.army.mil
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Scan Preferences

Scan Preferences "

Putomatic IOuaI'rty vs. Speed I Preview I

v Automatically straighten scanned images!

v Automatically adjust exposure

[~ Automatically adjust color

¥ Use enhanced color

V¥ Prompt for additional scans from glass/TMA
V¥ Prompt for addtional scans from feeder

[~ Scan both sides of the original when using duplex feeder
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Bestors Defauts | 'Scan Preferences

oK

I™ Scan at maximum pixel depth;

sent 24-bit colorimages.

[ Edend lamp timeout

Note: Software programs that do not suppart maximum pixel depth images will be

Automatic  Quality vs. Speed IPFE\riewl

Restore Defaults I

Scan Preferences

Automatic | Qualty vs. Speed  Preview

¥ Show Preview when scanning pictures from the HF Director:

¥ Show Preview when scanning documents from the HP Director

[~ Show Preview when scanning from the scanning device's front panel buttons

¥ Do not show preview when scanning from the automatic feeder.
Thig improves scan speed and ovemides all other preview settings

Restore Defaults I

oK I Cancel
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Scan Document Settings

Scan Document Settings ﬁ
Scan Settings | Editable Text Settings | Preferences |
Scan For: Image Type Resolution {ppi) Output Type
Text & Graphicis) as Image I@ ;I II‘U'IiIIicns of colors (24-bit) ;I
Text as Image |21}I]' LI |25E agray shades (B-bit grayscale) ;I
Editable Text | 300 LI IZE»E gray shades (8-bit grayscale) LI
Editable Text with Graphicis) [300 ~|  [milions of colors (24-bit) ~|
Scan Document Settings (%]

Al scan Settings  Editable Text Settings | Prafemncesl
r

These settings wil be used when scanning a document for editable text.

[~ Use columns when possible
" Do not retain page formatting flowed text)
OCR Language: IEninsh {United States) LI
Scan Document Settings (%]

Scan Settings | Editable Text Settings  Preferences |

[~ Butomatically Crop Scanned Documents:

Restors Defaults |

ok | cancel | ooy |
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Scan Picture Settings

Scan Picture Settngs )

Scan Seftings |Sa\re Settings | Preferences |

Scan For: Image Type Resolution {ppi) Output Type

Picture Im ;I II‘U'IiIIicns of colors (24-bit) ;I

A profile of scan settings may be saved from the Scan Preview and chosen here for future scans.

[~ Apply Sean Profile: ;I Wiew Scan Frofile

Scan Settings  Save Settings | Preferences I

Where do you want to save the pictures?

Save To: | tirgs
W Use Monthly Sub-Folder

Save as fle Type: |Jpeg Image ("jpa) L! Options...

|'scan picture Settings &3

Scan Settings | Save Settings  Preferences

[~ Putomatically Crop Scanned Pictures:

v Prompt for originals, slides or negatives when transparency adapter is attached

Default Scaling for Slides and Negatives: |3{m“f, vl

Bestore Defaults |

0K I Cancel | Apply |
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Button Settings

Scan Document button |Scar1 Picture button | File Document button | E-Mail button

These are the cument settings for the Scan Document button.

Whiat are you scanning? o

" Picture

i 7 O
Scan for editable text {OCR)7 ¢ Yes " No Exitable: Teod with Grphicls)
Original contains graphics? % Yes " No
300 ppi
v Prompt for picture or document at the time of the scan
Millions of colors (24-bit)
== %Y Button Settings ﬁ

Scantd|l  gean Documert button  Scan Picture bitton | Fils Document button | E-Mail button I

These are the cument settings for the Scan Picture button.

What are you scanning?

" Document

Searfor editable text [OER]? Yo " No Ficture

Hriginal contamz graphics? " Yes = Mo

200 ppi
[~ Prompt for picture or documert at the time of the scan
Millions of colors {24-bit)
Where do v —

Scan t

Sean Document button | Scan Picture button  File Document buttont | E-Mail button |

These are the cument settings forthe Fle Document button.

What are you scanning? -

" Picture

Scan for editable text {OCR)? * Yes = No

Editable Text with Graphici{s)
Original contains araphics? 0+ Yes " Mo
300 ppi
[~ Prompt for picture or document at the time of the scan
Millions of calors {24-bit)

Where do you want to send the scanned image(s)?

Scanto: iﬁ' Save to file j

Modify Scan Ficture Settings...

Modify Scan Document Settings...

Restore Defaults Help |

ok | Cancel | ooy
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Using the above guidelines, you can setup your scanner to scan documents at one setting and images at
another.

Scanning using the HP Director software

To scan documents/images, simply place the document on the scanner (or in the automatic feeder for
multi-page documents) and press one of the two buttons you've programmed.

For images, press the Scan Picture button on - -
your scanner. When the first page of the | HP Scan Picture
picture has been scanned, you'll see this

prompt: Do you want to zcan another picture?

If you have multiple pages to scan, place the If 20, load the next picture and then click Scan. Otherwize, click
second image on the scanner and click the Done.

Scan button. Continue until you're scanned all
the pages, then click the Done button and
follow the prompts to save the file.

Scan | | Dore

You can use the same procedure to scan
single or multi-page documents by pressing
the Scan Document button.

Once you've saved your document, you can Import your documents directly into the Clinical Notes or Add
Note section. Click on the Load File button to start.

B Encounter Mote g@ﬁ

Mote &4dded:08 Nov 2006 0911 EST Ew: USER. TEST Mate Complete

-

Mote I:ategcury:| Save Diraft

Note Title:| Cancel

[ S = e|z|u|[= 3
| 2

If this does not work because of file formats, you can instead Import the files into a Word document and
follow these steps:

oecanes|
swoou |

i
(L]
)
=

Open a new document in Microsoft Word. Depending on the margins of the document being scanned, it
may be necessary to use the File>Page Setup option to change the Top, Bottom, Left, and Right margins
to scan the entire document without cutting off any information. The standard margins are 1.0” all around.
You may have to change the margins to 0.5” or 0.3".

From the Word document, select Insert>>Picture>>From File. Navigate to where you saved the files
and Insert them into the document. Once this is done, click on the image so that its outline becomes
highlighted. Copy the image (You can copy something in any of these three ways: 1. Right-click and
select Copy, 2. From the Edit menu, click Copy, or 3. Use the keyboard command Ctrl + C.).

Log on to AHLTA. Open the appropriate patient encounter. On the Encounter Summary screen, click the
Add Note button and select New Note from the Select Note window. The Add Note window displays.
Click inside the note workspace (the large white area on the bottom half of the window).
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Paste the image into the workspace. (You may do this in one of three ways: 1. Right-click and select
Paste, or 2. From the Edit menu, click Paste, or 3. Use the keyboard command Ctrl + V).

Enter any appropriate information for the Note Category, and Note Title. Click the Note Complete
button to save and close the note. The scanned image will appear as part of the encounter in the
AddNote section of the electronic SF 600.
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Scanning Using Microsoft Word

This procedure uses MS Word to resize your full-size sheets and allow pasting of all pages at one time
into an AHLTA Add Note or Clinical Note.

The scanning is done using the Scanner and Camera wizard. The image files are then brought into MS
Word, in mass, where they are automatically resized. These image files are then pasted (again, in mass)
into the AHLTA encounter or Clinical Note.

¥ »
= Scanner and Camera Wizard @ =~ Scanner and Camera Wizard @

Choose Scanning Preferences ;,”
WEICOme to 'he SCanner and Camera Select the type of picture you want to scan, or create custom settings L‘é
Wizard

Picture type:

hp scanjet 5590 () Color picture

EI () Grayscale picturs
This wizard helps you copy pictures from your camera, scanner, or other
device to your computer, your network, or the Web.
() Black and white picture or text

(%) Custom

Cuslnmgemngs 3

Paper source
Documert Feeder w
Page size:

To continue, click MNext. Letter 8.5x 11 inches (216 x 279 mm) e

oo I e [ oo ]

Once the scanner has been successfully installed an icon will appear in the Scanners and Camera icon in
Control Panel. Click on Start and then control panel. Click on printers and other hardware (if in Category
view). Locate the Scanners and Cameras icon in Control Panel and double click the icon for the scanner.
Once the scanner icon is clicked the scan wizard will start. Click “Next” to proceed to the next step (A
shortcut to the Scanners and Camera folder can be placed on your desktop for easy access).

After you click “Next” you will be presented with another step in the wizard. If pages were already fed into
the sheet feeder the “Paper Source” will populate with a source of Document Feeder, if not, now is the
time to insert your pages in the document feeder, then select document feeder from the Paper Source
pull down box.

Page size should be changed to Letter 8.5 x 11. Under picture type select Custom and then Custom
Settings. Under Custom setting, change resolution from 200 to 150 dpi. If possible, ensure that Black and
White is selected. Click OK and then “Next” to proceed. Changing both the resolution and settings to
black and white will greatly reduce the file size and allow for faster saving. Change these settings only if
it still allows for a readable image.
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The next sltep 'in the wizard aIIows_ you to [P
pick a destination for the scanned images. o

The default location for the scanned | oo e o e o s,
documents is under each individual user’s
prOfile - My DOCUmentS\My PiCtureS. If a 1. Type a name forthis group of pictures:

name is entered into field 1 - “Type a g tes] 7
name for the group of pictures”, a new
directory will be created under My Pictures
reflecting the name of what was populated
in th|S fleld We Suggest using the 3. Choose a place to save this group of pictures:

Patient's last name. After these images {2 My Pictures prg test v
are entered into the AHLTA encounter,
these files can be deleted by deleting the
folder.

2 Select afile format:

EF] PNG (PNG Image) v

In Field 2, “Select a file format”, select
PNG. This will allow for a reduced file size.
Field 3 represents the destination of the
scanned images and does not need to <Back
change unless the images are to be stored
in a different location. Click “Next” to proceed.

=

et > ] [ Cancel

After clicking “Next”, the following scanner window will open and the scanner will begin to scan the
images to separate files. The files will be named with the name provided and 001, 002 etc.

@

=+ Scanner and Camera Wizard

Once the scanner has completed scanning all the

documents in the feeder, the next window will open. | "t eseis e ks wiorse

“Nothing. I'm finished working with these pictures” will

be the default setting. Select “Next”. e e e L
What do you want to do?

On the next window, select Finish.

) Publish these pictures to a Web site
(O Order prirts of these pictures from a photo printing Web site
@ifothing. Im finished working with these pictures

Leam more about working with pictures

<Back [ Ned> | [ Cancd |
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With the image files saved, open MS Word with a blank document. In testing, the margins did not require
adjusting from the defaults settings of Left and right at 1.25 and top and bottom at 1 inch. If you find this
isn’t working, you may save a blank file with different margins and use that as a template each time.

Click on Insert -> Picture -> from File. (See information at the end of this document for instructions for
placing a button on your tool bar for easy access to this option.) Navigate to the folder where your image
files are stored. Select ALL images belonging to this patient. Click on Insert. You may find it easier to view
the document at 25% size so you can see all pages.
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These images should fit one per page. Next you will insert a line after each image. This will allow all
images to paste to the right of the Add note box. If this is not done, your images will attempt to go left to
right and of course, cut off the right image in the Add Note box. Click just outside the lower right corner of
the image and hit the enter key. The cursor should move to the lower left corner of the image. Perform
this step for all images. (You may have to do this twice per image).
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Select ALL images by using CTRL A or Edit -> Select all. (See information at the end of this document
for how to place a button on your toolbar to easily perform this function). You should see all of your
images highlighted in black. NOTE: The small tag at the lower left of the image is an extra line. Once all
images are selected, Copy them to your clipboard using CTRL C or Edit -> Copy.
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Switch to your AHLTA encounter and open up an Add Note box. Select New Note Click in the large
white work space (with the left mouse button) then right click in the same large white work space and
select paste.
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The Note Category and Note Title are optional.
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Click on Note Complete to save your note.

After all images have gone in click on note complete to save your note.

Scroll down through the encounter to ensure all pages went in correctly and none are attempting to start
on the right. If there are images starting to the right of another image, click on Add Note, then Edit Note

to bring it back up. Ensure there is a blank line between each image (It won’t hurt anything to have two
blank lines if you are unsure one is there or not).



